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Back Table of Contents Home Page

CD-52

The CD-52 enables user to report alost, stolen, damaged, sacrificed and unserviceable assets which
gualifies an asset for retirement.

Processes to compl ete a transaction involve:

Create Final Event Request Manually List Asset (if you know the asset identifier)

Create Final Event Request Query (if you do not know the asset identifier)

Approve/Deny Final Event Request

Assign Approvers

Back Table of Contents Home Page

Create Final Event Request Manually List Assets
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<} http: //nova/pls/docdev_salext_owa_final_event fevent_request - Microsoft Internet Explorer

J Fil=  Edit ‘“iew Fawvortes Toolz Help |
& .= .0 fat | 3 B 8 .
Back. Farirnard Stop Refresh  Home Search Fawortes  Histom M aail Print Edit Discuss

JﬁddrBSSIQ hitp:/ fnovadpleddocdey_sadest_owa_final_evert fevent_request j Go

| Lirks >

Final Event Request

|Date AOLDDIY Y YY) “h 0/23/2002 ‘Event Type “ABANDONED ORDESTROYED-EXC =]

Actions

Save | Enter Query | banually List Assets e Event

| »

Manually List Assets

Bottom

Enter the assetidentifiers and then click the [Save] button abeve

|Intere st Tvpe |Identiﬂer
[INVENTORY ASSET 7] |

[INVENTORY ASSET =] |

[INVENTORY ASSET =] |

[INvENTORY ASSET 7] |

[INVENTORY ASSET =] |

[[INVENTORY ASSET =] || d

In the Final Event Request block, enter the final event date and choose the final event from the event
type list. If the final event has user fields, it'll show in the screen. The user field changes when you
change the event type. The event types are suffixed with a 3-letter code which stands for the interest
types. (EXC — Excess, INV- Inventory, AGR — Agreement, FIN — Financial, INA — Inactive). Thisis
to let the user know that their selected final event typeisvalid for the interest types they choose from
the Manually List Assets block.

Example:

The Abandoned or Destroyed event typeisvalid for Financial,

Inventory and Excess Types. The selection list will show as

Abandoned or Destroyed — EXC
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Abandoned or Destroyed — FIN

Abandoned or Destroyed — INV

The user may choose any of the above. And from the Manually List Assets block,
they can request to retire an assets of interest types of Financial, Inventory and
Excess.

In the Actions block, the New Event button assigns a new final event. It sets the Date field to blank.
Examples of how the New Event button behaves:

Example 1:

After saving 5 assets with afinal event of L ost, you want to retire 2 assets as Damaged. Y ou change
the event type from L ost to Damaged and click the Save button. The 5 assets together with the 2
assets will share the same final event of Damaged.

Example 2:

After saving 5 assets with afinal event of L ost, you want to retire 2 assets as Damaged. Y ou click
the New Event button, change the event type from L ost to Damaged, enter the date and click the
Save button. The 5 assets will have the final event of L ost and the 2 assets have final event of
Damaged.

Inthe Manually List Assets block, choose the interest type and the asset identifier you want to
request for retirement.

Click the Save button to create a request.

An Ok to the left of the identifier and the request number to the rightmost of the table is displayed for
successful commit. A red-colored box to the left of the identifier and, a message below the asset
information is displayed for unsuccessful commit. The catalog information is displayed after commit.

Back Table of Contents Home Page
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Create Final Event Request Query Results

; http:/ fnova/pk/docdev_safext_owa_final_event fevent_request - Microzoft Internet Explorer

J File Edit “iew Favorites Tool:  Help |
J@.@.@ﬁ@@%-@.
Back Fonrard Stop Refrezsh  Home Search Fawortes  Higtom M ail Print Edit Digcuzs
J Links ”|J Agldresslv@ hitp: #fnovadpleddocdey_sadest_owa_final_event.fevent_request ﬂ @ Go
=
Final Event Request
|Date DI Y Y YY) “‘I 07232002 ‘Event Type “ABANDONED OF DESTROYED - ExC j
]
Actions
Save | Enter Queny SelectAll De-selectAll | Show Asset Details Manually List Assets New Event
Query Results :I
Bottom
Chosse assets by clicking the Eequest checkbox and then click the [Save] button abowve
| Process ‘ Tdeatifier Mamufacturer Iodel Official Mame Serial Mumber
COMFUTEE.
[ CDO0008s3081 | DELL GH110 DESETOP 6 WHZ0B
COMNPTUTEE.
I CDO000ZR3087 | DELL G110 DESETOP 6T WH2OE
COMPTTER
| CDO000EE3098 | DELL GH110 DESETOP SIVHZOE
| | | | | TR AMTTTIET | ll

In the Final Event Request block, enter the final event date and choose the final event from the event
type list. If the final event has user fields, it’ll show in the screen. The user field changes when you
change the event type. The event types are suffixed with a 3-letter code which stands for the interest
types. (EXC — Excess, INV- Inventory, AGR — Agreement, FIN — Financial, INA —Inactive). Thisis
to let the user know that their selected final event typeisvalid for the interest types they choose from
the Query Results block.

Example:
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The Abandoned or Destroyed event typeisvalid for Financial, Inventory and Excess Types. The
selection list will show as

Abandoned or Destroyed — EXC
Abandoned or Destroyed — FIN
Abandoned or Destroyed — INV

The user may choose any of the above. And from the Query Results block, they can request to retire
an assets of interest types of Financial, Inventory and Excess.

In the Actions block, the New Event button assigns a new final event. It setsthe Date field to blank.
Examples of how the New Event button behaves:

Example 1:

After saving 5 assets with afinal event of L ost, you want to retire 2 assets as Damaged. Y ou change
the event type from L ost to Damage and click the Save button. The 5 assets together with the 2 assets
will share the same final event of Damage.

Example 2:

After saving 5 assets with afinal event of L ost, you want to retire 2 assets as Damaged. Y ou click
the New Event button, change the event type from L ost to Damaged, enter the date and click the
Save button. The 5 assets will have the final event of L ost and the 2 assets will have the final event of
Damaged.

To search on assets,click the Enter Query button to display the QUERY CRITERIA screen.
To display the above screen, click the Execute Query button from the QUERY CRITERIA screen.

In the Query Results block, check the Process checkbox for those assets you want to request for
retirement.

Click the Save button to create a request.

An Ok to the left of the identifier and the request number to the rightmost of the table is displayed for
successful commit. A red-colored box to the left of the identifier and, a message below the asset
information is displayed for unsuccessful commit. The catalog information is displayed after commit.
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Back Table of Contents Home Page

Approve/Deny Final Event Request

<} http: //nova/pls/docdey_salext_owa_fevent_approval.main - Microzoft Internet Explorer

J Fil=  Edit ‘fiew Favortes Tool:  Help |

J@.-#.@fé@@%-a.
Eack. Earand Stop Refresh  Home Search  Fawvortes  Histary b ail Frint Edit Dizcuss
J Links # JAeressl@ http: #fnovadpls/docdey_salext_owa_fevent_approval.main j 6}50
Request Information B
‘Request b “401 ‘PMO ‘OWNER REPOSITORY
Identifier |CD0001037736 ‘Serial Number |1378353-0006
Date 10/23/2002 Event Type EXCHANGE/SALE

|Us er Fields: |Exc Proceeds: 1000 TestBUREATT OF ECOMNONIC ANALYSIS  Pick-up Location CATTFORINTA

Approvers Information

Assign Approvers |

Mo of Lpprovers: I
Fequesting for your approval ;I
Email Mezzage:
=
|Acc:ept |Dn3r15r |Notify |Rernove |Last Matne |First Mame |Comment
[ I T
‘ r ‘l‘ ‘ r ‘ O JowneR iEl“REPOSITOF{Y izhl
[ I T
‘ r ‘l‘ ‘ r ‘ O [BaRNHILL iEl“OAROL izhl
‘ r ‘l‘ ‘ r ‘ r ilBANKS iE”lGWELLNAR izhl
‘ I ‘I‘ ‘ r ‘ r ilALSPACH EliIMARYKATHRYN E“l
Request Status: OFEN -
Save =
|@ Dore l_l_ 25 Local intranet

At theinitial form startup, only the Request | nfor mation is displayed.

In the Request Number field, enter the request number and then Tab, the Request I nfor mation block
displays the Identifier, PMO, Serial Number, Final Event Date, Final Event Type and Final Event
User Fields.
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The Approvers|nformation block displays the approvers' s action (Accept, Deny or no Action), last
name, first name and comments for the request number entered.

The Assign Approvers button displays the Assign Approvers screen. To assign approvers to other
requests, you must save first. For functionality go to Assign Approvers.

The No. of Approversfield enablesthe PMO to enter as many approvers as he/she needs.

When the PMO has not assigned approvers, hisTher name will show up as the only approver in the
list. Thisis because at the time the final event request is created, the PMO is also created as an
approver.

The Email Message is the message that is sent via email when the PMO checks the Notify checkbox.
The default value of the Email Message field is derived from a parameter (see Notification). The
PMO can change this email message field .

To send email to an approver, check the Notify checkbox.
To remove an approver, check the Remove checkbox.

Click the Save button to process the request (i.e. to accept or deny the request, add and/or notify or
remove an approver or update comment).

Rules:

PMO is defined as the primary contact (ACR type) for the Organization Manager of the asset.
Approver is defined as the person assigned by the PM O to look at such request.

1. Only the PMO can assign approvers to the requests.

2. The approversinformation can be changed only for request status of Open. Once the request
has changed to a status other than Open the screen isin view-only mode.

3. The Accept or Deny checkbox and the Comment field is updatable only by the user where hig/

her name appears in the approver’slist.

The PMO can notify the approvers anytime while the request is open.

The PMO can assign the same list of approvers to other open requests. For functionality go to

Assign Approvers.

6. The PMO can remove the approvers as long as the request is open and that the approver has

not accepted or denied the request.

The approver can make changes to his’her entry while the request is open.

8. The PMO can accept or deny the request regardless of the approvers accepting, denying or
taking no action. Denying the request sets the request status to Denied. Accepting the request
creates afinal event, retires the asset and sets the request to Completed.

oA

~
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Assign Approvers

<3 http://nova/pls/docdev_salext_owa_levent_approval. assign_approver?p_request_number=401%p_asset_ - Micro... [M[=] E3

J Eile Edt “ew Favorntes Toolz Help

Agsign All ‘Reque st # ‘Identiﬂer ‘Manufacmrer ‘Model HMutnber |Serial Ha.
| | 403  |CD0000979081  |DELL (OPTIPLEX GX1 |[OQGEJ
Requesting for your approval |
Emmail Message:
=
Select All Blotifye Al || Last Iatmne |First Fame
| © | I |ALSPACH MARYKATHRYN
| | r  BANES |GWELLNAR
| © | I |BARNHILL|CAROL
. r | r |OWNER [REPOSITORY

Save | Close |

The Assign Approver screen allows the user to assign the approvers of “arequest” to “other
requests’. The “other request” is defined as those requests that were created at the same time/batch as
the “arequest” (i.e. they have the same final event) from the Create Final Event Request. Thelist of
requests includes those request that are Open.
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Example. Date: 10/02/2002 Event Type: Lost

Final Event ID: 50000000012 (not shown to the user)

| dentifier Request Number
A0101 400
B0101 401
C0101 402
D0101 403
EO0101 404

From the Approve/Deny Final Event Request, you assign approvers to request number 400, click
the Save button and then click the Assign Approver button, the Assign Approver screen will show
Requests 401 — 404 (provided they are open) and all the approvers you assigned for Request 400.

The Email Message is the message that is sent via email when the PMO checks the Notify checkbox.
The default value of the Email Message field is derived from a parameter (see Notification). The
PMO can change this email message field.

Where afinal event request is created for one asset identifier, only the list of approvers and the Close
button is displayed.

The Assign-All button checks al the assign-all checkbox. The button toggles to Assign-All/Unassign-
All.

The Select-All button checks al the select-all checkbox. The button toggles to Select-All/Un-Select
All.

The Notify-All button checks all the notify-all checkbox. The button toggles to Notify-All/Un-Notify
All.

The Assign-All, Select-All and Notify-All buttons enable the user to select/deselect all instead of
checking/unchecking them one at atime.

Click the Save button to commit.
How the save works:

The save works for those assign-all checkbox that are checked.
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When the select-all checkbox is checked, the selected name is created as an approver

When the notify-all checkbox is checked, the selected nameis notified via email.

When select-all checkbox is checked and/or notify-all checkbox is checked but no assign-all
checkbox is checked, the save does nothing.

The result is shown at the request table to the left of the Assign-All checkbox. An Error buttonis
displayed for unsuccessful save. An ‘O’ is displayed for successful save. A blank is displayed for
which the Assign-All checkbox is unchecked.

Back

Table of Contents Home Page

CD-50

CD-50isused for avariety of transactions related to assets. All these transactions except for Trade-In/
Exchange are “requests’ to the property department to make the change in the asset tracking system.
These transactions can be broadly categorized in the following categories.

1.
2.

w

NOo oA

Back

Acquisition of assets

Change of asset data like Serial number, cost, accounting info in user fields, location or
acquisition date.

Transfer of assets from one steward to another within the same owner or a different owner or
change of manager.

Request to pickup an asset by the excess department and declare the asset as excess.

L oan the property to an external organization.

Record the disposal of the asset (trade-in, exchange sale).

Request an asset to be moved to storage or repair.

Table of Contents Home Page
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Change Details/Acquisition of Assets

a http:f fnovafplz/docdey_safext_owa_asset load_ivaz - Microzoft Internet Explorer

J File Edt “iew Favoitez Tool:  Help |

SR R > AN S B =2 F.
Eecle Hee] Stop Rdfrezh - Home Scarch  Favartcz  Hiztary M ail Print Edit Dizouzs
J Links ** J.ﬂugdress I@ http: A/ novadpleddocdey_sadest_owa_aseet load_ivas j @ Go

;’13 Sunflower Assets - Production 3.6.0.0 b%

Repository Owner

Steward | 1
Custodian Last Natne | 3
Chistadian Firat Warme | 1
Owner | .
Manager | 1 o
Manufacturer | 3
Model |
Description |
Acquisition Date ||
Value |
Tntal Event | =]
site] -]
I 1 il 1 I [

The Change Details/Acquisition of Assets enables you to make changes to an existing asset or to
create a new asset. The entries you make does not change or create an asset rather they are saved in
the load interface table.

All fields are optional.
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J File  Edt “iew Fawvoites Tool:  Help

Model | [

‘Dascﬂption ||
Aeoquisition Date I—
Walue |
Initial Event | =
s o
! =l 5 | :
|Interest Type |Ic'ent:i.ﬁer |Serial Humber ‘Sem Life ¥tz
|acd =] || NVENTORY ASSET =]

|4m

|actd =] || NVENTORY ASSET =]

add | =| || IMNYEMTOMY AZSET =
| octa (=] ] =

|actd =] | INVENTORY ASSET =]

| actd =] || NVENTORY ASSET =]

| actd =] || NVENTORY ASSET =

| actd =] | INVENTORY ASSET [

| actd =] | INVENTORY ASSET [

|add =] || INVENTORY ASSET 7]

| add =] || INVENTORY ASSET =]

SaEve | Reset |

L4]

To create an asset, choose “add” and the interest type from the list and enter the asset identifier in
the Identifier field.

To make changesto an asset, choose “upd” and the interest type from the list and enter the asset
identifier in the Identifier field.

Click the Save button to commit the changes.
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a http:ffnovafplzfdocdey_zalext owa_azset load_ivas - Microsoft Internet Explorer

J File  Edt “iew Favortes Tool: Help ‘

j«::,::»,e | [ mH @4 | B & F . E
Eacls Farward Stop Rcfrezh Home Scarch  Fawvoritcz  Histary il Print Edit Dizcuzs
J Links ** J.ﬂngdress I@ http: £ fnovadpleddocdey_sadest_owa_assetload _ivas ﬂ @ Go
=
S o
’;‘f Sunflower Assets - Production 3.6.0.0 b%
Repository Owner
Results
Eesult Interest Type Tdentifier (Decal) | Zeral Mumber
Created | FIMARCIAT ASSET | CTDO000309863
IModified | IWEMTORT AZEET | CDO%38746563
Confinue |
[

After clicking the Save button, a screen similar to the above is displayed showing the results of the
save. Click the Continue button to return to the Change Details/Acquisition of Assets screen.

Back Table of Contents Home Page

Create Excess Receival Request

Create Excess Receival request enables you to make an electronic request that an asset be sent to
EXCess.
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An excess receival request can be created for multiple assets at one time provided that they are of the
same interest type. From the main menu choose the desired interest type.

To send an existing asset to excess go to:
Create Excess Receival Request Manually List Assetsif you know the asset identifier
Create Excess Receival Request QUERY if you do not know the asset identifier.

To send a non-interest asset to excess go to Create Excess Receival Request Non-Barcode.

Back Table of Contents Home Page

Create Excess Receival Request Manually List Assets

file:///Userg/brianmason/Desktop/site%20f ol der/http/www.pps.noaa.gov_80/CD50-52%20User%20Guide.htm (16 of 50)7/7/2004 12:31:01 PM


javascript:history.back()
file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/index.htm

CD50/52 User's Guide

; http://nova/pk/docdev_salext_owa_exas receival. main?p_entity_id=57499%p_entity_name=Inventory+ - Microsoft Internet Explorer

J Fil=  Edit “iew Favortes Toolz Help |

5 = =
G2 0 [0 n | 8 a8 n 8 F F
Back Fonrard Stop Refrezsh  Home Search Fawortes  Higtom M ail Print Edlit Digcuss
J Links ”“ Agldresslﬁ hitp:/novadple/docdey_salest_owa_exas_receival main?p_entity_id=57499%p_entity_name=lnventory-+a szet j WGD

Inventory Asset Excess Receival: Pick-up and Delivery Information

‘Excess in-place’ ‘l_
Pick-Tp Location | E

Delwery-to Location I E

Actions

Save | Enter Query | Manually List Assets MNon-Barcode

|»

Manually List Assets

Bottom

Enter the assetidentifiers and then click the [Save] button abeve

|Identiﬂer |Condit:ion Code
| |1-EXCELLENT

| |1 -EXCELLENT

| |1-EXCELLENT

| |1-EXCELLENT

| |1 -EXCELLENT

(] Dol s s

l [1-ExCELLENT

To display the above screen, click the Manually List Assets button.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information,
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the
L ocations screen (see List of Values for Locations).

To excess an asset without moving it from its current location, select the Excessin-place? check
box and check it.

Inthe Manually List Assets block, in the Identifier field, enter the asset identifier. Choose the
condition code from the list.

Click the Save button to commit the request

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number
at the rightmost of the table.
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If the change was not successful, a message is displayed below the asset information.

After clicking the Save button, the Manually List Assets block displays the result (OK — successful,
red-colored — unsuccessful), manufacturer, model number, official name, serial number, condition
code and, for successful request, the request number.

After saving the requests, update to the request infor mation such as the condition code, pick-up and/
or delivery-location, excess-in place is still possible for the displayed requests.

To make changesto therequest information, click the Save button, the results column will change
to a checkbox. Check the box you want included in the update. Make changes to the request
information. Click the Save button.

Back Table of Contents Home Page

Create Excess Receival Request Query Results
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; http://nova/pk/docdev_salext_owa_exas receival. main?p_entity_id=57499%p_entity_name=Inventory+ - Microsoft Internet Explorer

J Fil=  Edit “iew Favortes Toolz Help |

5 = =
G2 0 [0 n | 8 a8 n 8 F F
Back Fonrard Stop Refrezsh  Home Search Fawortes  Higtom M ail Print Edlit Digcuss
J Links ”“ Agldresslﬁ hitp:/novadple/docdey_salest_owa_exas_receival main?p_entity_id=57499%p_entity_name=lnventory-+a szet j WGD

Inventory Asset Excess Receival: Pick-up and Delivery Information

‘Excess in-place? ‘ [
DPick-Tp Location | E

Delwery-to Location I E

Actions
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Query Results =l
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To search on assets, click the Enter Query button to display the QUERY CRITERIA screen.
To display the above screen, click the Execute Query button from the QUERY CRITERIA screen.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information,
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the
L ocations screen (see List of Values for Locations).

To excess an asset without moving it from its current location, select the Excess in-place? check
box and check it.

In the Query Results block, check the Request checkbox you want to include in the request. Choose
the condition Code from the list.

Click the Save button to commit the request.
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If the change was successful, an “OKk” is displayed at the leftmost of the table and the request number
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information.

After clicking the Save button, the Query Results block displays the result (OK — successful, red-
colored — unsuccessful), manufacturer, model number, official name, serial number, condition code
and, for successful commit, the request number.

After saving the requests, update to the request infor mation such as the condition code, pick-up and/
or delivery-location, excess-in place is still possible for the displayed requests.

To make changesto therequest information, click the Save button, the results column will change
to a checkbox. Check the box you want included in the update. Make changes to the request
information. Click the Save button.

Back Table of Contents Home Page

Create Excess Receival Non-Barcode
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Inventory Asset Excess Receival: Pick-up and Delivery Information

‘Excess in-place? ‘ [
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To display the above screen , click the Non-Barcode button.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information,
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the
L ocations screen (see List of Values for Locations).

To send an asset to excess without moving it from its current location, select the Excess-in-
place? check box and check it.

In the Non-Bar code block, enter the Manufacturer by clicking the List button next to the field. The
List button displays the Catalog | nfor mation screen. Choose condition code from the list. Enter the
Manager, Owner, Steward and Location. Y ou may click the List button next to each field to select
from alist. Enter the acquisition cost and acquisition date. If the asset is considered as a commodity
item, choose Yes from the commodity asset list and the Commodity I nfor mation is displayed.

Mandatory fields: All except for Serial Number.
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Y ou must check the Request checkbox to include this in the commit process otherwise you will lose
your entries.

Click the Save button to commit the request.

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information.

After clicking the Save button, the Query Results block displays the result (OK — successful, red-
colored — unsuccessful), catalog information, asset information, condition code and, for successful
commit, the request number.

After saving the requests, update to the request infor mation such as the catalog information, the
asset information, condition code, pick-up and/or delivery-location, excess-in placeis still possible
for the displayed requests.

To make changesto therequest information, click the Save button, the results column will change
to a checkbox. Check the box you want included in the update. M ake changes to the request
information. Click the Save button.

Back Table of Contents Home Page

Create Inactive Receival Request

Create Inactive Receival request enables you to make an electronic request that an asset be sent to
Inactive.

An inactive receival request can be created for multiple assets at one time provided that they are of
the same interest type. From the main menu choose the desired interest type.

To send an existing asset to inactive go to:

Create Inactive Receival Request Manually List Assetsif you know the asset identifier.
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Create Inactive Recelval Request QUERY if you do not know the asset identifier.

To send a non-interest asset to inactive go to Create I nactive Receival Request Non-Barcode.

Back Table of Contents Home Page

Create Inactive Receival Request Manually List Assets
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To display the above screen , click the Manually List Assets button.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information,
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enter the pick-up and deliver-to locations by clicking the List button. The List button displays the
L ocations screen (see List of Values for Locations).

To send an asset to inactive without moving it from its current location, select the I nactive-in-
place? check box and check it.

Inthe Manually List Assets block, in the Identifier field, enter the asset identifier. Choose the
inactive type and available to others from the list. Click the Last Name or First Name List button to
enter the contact person’ name. The Last Name or First Name button displays the People screen (see
List of Vauesfor People);

Click the Save button to commit the request.

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information.

After clicking the Save button, the Manually List Assets block displays the result (OK — successful,
red-colored — unsuccessful), manufacturer, model number, official name, serial number, inactive type,
available to others, contact person last name, contact person first name and, for successful commit,
the request number.

After saving the requests, update to the request infor mation such as the inactive type, available to
others, contact person last name, contact person first name, pick-up and/or delivery-location, inactive-
in placeis still possible for the displayed requests.

To make changesto therequest information, click the Save button, the results column will change
to a checkbox. Check the box you want included in the update. M ake changes to the request
information. Click the Save button.

Back Table of Contents Home Page

Create Inactive Receival Request Query Results
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To search on assets, click the Enter Query button to display the QUERY CRITERIA screen.
To display the above screen, click the Execute Query button from the QUERY CRITERIA screen.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information,
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the
L ocations screen (see List of Values for Locations).

To send an asset into inactive without moving it from its current location, select the | nactive-in-
place? check box and check it.

In the Query Results block, check the Request checkbox you want to include in the request. Choose
the inactive type and available to others from the list. Click the Last Name or First Name List button
to enter the contact person’ name. The Last Name or First Name button displays the People screen
(seeList of Valuesfor People);
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Click the Save button to commit the request.

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number
at the rightmost of the table.

If the change was not successful, amessage is displayed after the asset information.

After clicking the Save button, the Query Results block displays the result (OK — successful, red-
colored — unsuccessful), manufacturer, model number, official name, serial number, inactive type,
available to others and, for successful commit, the request number.

After saving the requests, update to the request infor mation such as the inactive type, available to
others, contact person’ s first name and last name, pick-up and/or delivery-location, inactive-in place
is still possible for the displayed requests.

To make changesto therequest information, click the Save button, the results column will change
to a checkbox. Check the box you want included in the update. M ake changes to the request
information. Click the Save button.

Back Table of Contents Home Page

Create Inactive Receival Request Non-Barcode
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Inventory Asset Inactive Receival: Pick-up and Delivery Information
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To display the above screen , click the Non-Barcode button.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information,
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the
L ocations screen (see List of Values for Locations).

To send an asset to inactive without moving it from its current location, select the I nactive-in-
place? check box and check it.

In the Non-Bar code block, enter the Manufacturer by clicking the List button next to the field. The
List button displays the Catalog | nfor mation screen. Choose inactive type, avail. To others, contact
person’s name from the list. Enter the Manager, Owner, Steward and Location. Y ou may click the
List button next to each field to select from alist. Enter the acquisition cost and acquisition date. If
the asset is considered as a commodity item, choose Yes from the commodity asset list and the
Commodity Information is displayed.

Mandatory fields: All except for Serial Number.
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Y ou must check the Request checkbox to include this in the commit process otherwise you will lose
your entries.

Click the Save button to commit the request.

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information.

After clicking the Save button, the Query Results block displays the result (OK — successful, red-
colored — unsuccessful), catalog information, asset information, inactive type, avail. To others,
contact person’s name and, for successful commit, the request number.

After saving the requests, update to the request infor mation such as the catalog information, the
asset information, inactive type, avail. To others, contact person’s name, pick-up and/or delivery-
location, inactive-in placeis still possible for the displayed requests.

To make changesto therequest information, click the Save button, the results column will change
to a checkbox. Check the box you want included in the update. M ake changes to the request
information. Click the Save button.

Back Table of Contents Home Page

Receive Excess/Inactive Request
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This screen enables user to accept (receive) or deny the excess or inactive receival request.

To query request(s), enter the request number in the Request No. field and then click Save/Query
button. The screen will display the request information: accept (uncheck), deny (check if previously
denied), notify (uncheck), request no., received date (current date), received by (when previously
accepted), terminated by (if previously denied), receival type (excess or inactive).

To accept arequest, check the Accept checkbox and click Save/Query button. This request will
record the current user as the received by and the received date field as the received date.

To deny arequest, check the Deny checkbox and click the Save/Query button. This request will be
record the the current user as the “ person terminator” and the received date field as the “request close
datetime”.

To notify therequester, check the notify checkbox and then click the Save/Query button. Either the
accept or deny checkbox is checked to send an email to the requester. Y ou may change the email

message (accept or deny).
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Note: Y ou can only accept or deny an open request. An open request is indicated with the unchecked
Deny button. The Save/Query button allows processing of one or more requests.

The Email Message is the message that is sent via email when the user checks the Notify checkbox.

The default value of the Email Message field is derived from a parameter (see Notification). The user
can change thisfield.

Back Table of Contents Home Page

Maintain Comments
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Maintain Comment enables you to capture comments for assets.

To view comments, in the Identifier field, enter the asset identifier, choose the interest type from the
list and click the View button.

To capture comments, in the Identifier field, enter the asset identifier, choose the interest type from
the list, choose the comment type from the list, enter the comment text and click the Add button.

Back Table of Contents Home Page
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Maintain Pictures/Attachments

Maintain Pictures/Attachments (Part 1)

; http:/ fnovafple/docdey_safext_owa_att_cmnt_att_main - Microsoft Internet Explorer
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Maintain Pictures/Attachments enables you to capture pictures for assets.

To view picturesattachments, in the Identifier field, enter the asset identifier, choose the interest
type from the list and click the List button.
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To capture picturesd/attachments, in the Identifier field, enter the asset identifier, enter the file name

or click the Browse button to select from the list, choose the interest type from the list, choose the
picture/attachment type from the list, enter description and click the Add button.

Back Table of Contents Home Page

Maintain Pictures/Attachments (Part Il)
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The Maintain Pictures/Attachments screen enables you to delete or update the pictures/attachments of
an asset.

In the Identifier field, enter the asset identifier, choose the interest type from the list and click the
List button to display the pictures/attachments.

To view the actual pictures/attachments, click the View button.
To delete pictur es/attachments, check the Delete? checkbox.
To update pictur es/attachments, choose the type from the list, enter the description.

Click the Save button to commit the changes.
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Back Table of Contents Home Page

User-Defined Reports

<] DoC Specific Reports - Microsoft Internet Explorer

ORACLE

Back Table of Contents Home Page
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Notification

£} Sunflower Assets 3.6.0.0 - Production - 10/30/2002 [SA®docdev] [_ O] x|

Agree  Mogmt  Finance |nactive Excess Bewiew Admin Feporf: Functions Uiy Help  window

HESGu T/ +4¥% T9FXR 14?2 | 2LBvTEHBIURS® i 2

£} Enter Registered Application Parameter Walues - gaad0090 M=l E3

Parameters For IREGISTERED APPLICATIONS

ParametervYalues

Application  Catego [ Set?

Walue &

IASSETS IEXTENSIDN ICDEDDENY The email message for CO 50 deny Iv
YWalue [Denied this request

IASSETS IEXTENSIDN ICDEZNDTIFY The email message for C0O &2 Iv
“Walue |Fequesting foryour approval

IASSETS IEXTENSIDN ISMTP SERY The name or IF address of the SMTF mail server Iv
Yalue ANNAMS rnm

| | | .
Yalue

ResetYalus |

Organization

|Record: 1/4

This functionality allows a user to send a message viaemail. The Approve/Deny Final Event
Request and the Assign Approver screens allow the PMO to send email to his/her assigned
approvers. The Recelve Excess/| nactive Recelval screen alows the user to send email to the
requester as to his’her accepting or denying of the excess/inactive request. The default email
messages can be overwritten.

There are 3 parameters to set up the default values of these email messages. One for the Approve/
Deny Final Event Request and the Assign Approver (CD52NOTIFY) and two for the Receive
Excess/l nactive Receival (CD50ACCEPT - accept and CD50DENY - deny email message). These
default values are maintained in the Admin->User Extensibility->Enter Registered Application
Parameter Values by an SFA Administrator.

Both the sender and the recipient must have an email address for the notification process to be
successful.
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Back Table of Contents Home Page

Query Criteria

<3 http://nova/pls/docdey_sa/ext_owa_exas_receival. main?p_entity_id=57499%p_entity_name=Inventory+ - Microsoft Internet Explorer
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7§ http: //nova/pk/docdev_salext_owa_exas_receival. main?p_entity_id=57499%&p_entity_name=Inventory+ - Microsoft Internet Explorer

J File  Edit “iew Favoritesr Tools Help |
5 — =
CIRE S | @ X NS N NN e
Back Farsarnd Stop  Refresh  Home Search Favortes  History M ail Print Elit Digcuzs
J Links ”“ .-’-‘«eressl@ http: /fnovalpls/docdey_zalest_owa_sxas_receival main?p_entity_id=57439%p_entity_name=nventory+isset j @GD

Inventory Asset Excess Receival: Pick-up and Delivery Information

‘Excess m-place? | [v

Pick-Tp Location I E
Delivery-to Location I E
Actions

Cancel Query | Exacute Query | Fecall Last Queny |Clear| Manually List Assets | MNon-Barcode

‘Custodian ‘Identiﬂerl MHatme | ||i| B
User ‘Identiﬂer | Matme | ||E|
Site | =]

[BUILDING =] | El |Room =] | El
‘Manufacturer | izl

Model [

(Offcial Name |

‘Ident:iﬁer “

‘Seﬂal -

To display the above screen, click the Enter Query button.

Query Criteria enables you to find assets using a variety of criteria, such as:
Assets Assigned to or Requested:

Steward

Custodian

User

L ocation

M anufacturer
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M odel
Official Name
Identifier

Clicking the Execute Query button, Sunflower Assets finds all the assets that match your criteriaand
displays them back in the screen from which you requested the search.

Note: The Pick-up and Delivery Infor mation block indicates that the QUERY CRITERIA screen
was called from the Create Excess Receival Request screen.

Back Table of Contents Home Page

List of Values

Catalog Information
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a Sunflower Azsets - Production 3.6.0.0 Catalogs - Microsoft Internet Explorer

J Eile  Edt “iew Favontez Toolz Help

Catalogs

L]

MMarmfacturer |

L

MModel Mumber Harme |

Dfficial Matme ||

Asset Type |

Selectl Cancel |

To change information for the Catal og select the Manufacturer and/or Model Number Name drop-
down list. Clicking the drop-down list button will display the Manufacturer and/or Model Number
screens. Entering afew characters followed by the Tab key produces a short list. Entering a

“9%" (wild card) followed by the Tab key produces along list. Click the Select button to select the
catal og.

Back Table of Contents Home Page

Commodity Information
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3 Sunflower Aszsets - Production 3.6.0.0 Commodity Information - Microsoft Internet Explorer

J File Edit ‘“iew Favortezr Toolz Help

Commodity Information

Dezcription

Juatitity I
Tt of Weasure I BAG 'I

oelect | Cancel |

If the asset is a commodity asset (for example, several spools of wire), enter the commodity
information.

All fields are mandatory.

Back Table of Contents Home Page

Location
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<) Sunflower Aszets - Production 3.6.0.0 Locations - Microzoft Internet Explorer

J Eile  Edit “ew Favortes Toolz Help
A
Locations = On-Site ~ Off-Site
ABEREDEEM
[BuILDING =] | 2 | [rooM =] | 3 | 1lail Stop
Select Cancel
=

To change information for the Location (TA, Bldg or Room) select the drop-down list. Entering a
few characters followed by the Tab key produces a short list. Entering a“ %" (wild card) followed by
the Tab key produces along list. Click the Select button to select the location.

Back Table of Contents Home Page

Buildings
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/3 Sunflower Assets - Production 3.6.0.0 Level 1 Structures - Microsoft Internet Explorer

J Eile Edit “ew Favorites Toolz Help
=
BUILDINGs at the ABERDEEN site
wearch for BUILDIN Gs with identifiers like. .
%]
Press the [Tab] key to show all BUILDIN Gs at the ABEEDEEN site wath an identifier like the pattern abowe
COURTHOUSEF O BUIE.
oelect | Caicel |
[

To change information for the Building select the drop-down list. Entering afew characters followed
by the Tab key produces a short list. Entering a“%” (wild card) followed by the Tab key produces a
long list. Click the Select button to select the building.

Back Table of Contents Home Page

Rooms
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/3 Sunflower Assets - Production 3.6.0.0 Level 2 Structures - Microsoft Internet Explorer

J Eile Edit “ew Favorites Toolz Help

_ ]
ROOMSs in BUILDING COURTHOUSE/P.O.BUIE.
wearch for BOOMs with identifiers lilke. .
>4
Press the [Tab] key to show all EOONs n BUILDING COUETHOTSET . O BUIE. with an identifier ke the
pattern above

Select | Cancel |
=

To change information for the Room, select the drop-down list. Entering afew characters followed by
the Tab key produces a short list. Entering a“ %" (wild card) followed by the Tab key produces along
list. Click the Select button to select the room.

Back Table of Contents Home Page

Manufacturer
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/3 Sunflower Assets - Production 3.6.0.0 Manufacturers - Microzoft Internet Explorer

J File Edit ‘“iew Favortes Toolz Help

Manufacturers

wearch for organization names like.

Press the [Tab] key to show all organizations with a name e the pattern above

24000 i’
3490E 36 TRACK INRC

IO

3

4100040

41008

41005

EPEC

A

A IR

AC

AT,

ACCESS MICRO TECH

ACCUTEMP STEAM-MN-HOLD

ACHYRON

ACKA,

ACS

ACTECE INC.

ACTIUS

ADAMATION =]

Selectl Cancel |

[

To change information for the Manufacturer select the drop-down list. Entering afew characters
followed by the Tab key produces a short list. Entering a“%” (wild card) followed by the Tab key
produces along list. Click the Select button to select the manufacturer.

Back Table of Contents Home Page

Model Number
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<} Sunflower Assets - Production 3.6.0.0 Model Number Name - Microsoft Internet E xplorer

J Eile  Edit “iew Favoites Toolz Help

Model Number Name

=earch for model mumber names hce.

Press the [Tab] key to show all model number names with a name like the pattern above

bodel ** tanufacturer ** Official Name ** Asset Type
2900L=2300L*FACSIMILE TERMIMNAL=ADF

2483MN*=3490E 36 TRACK INRC*TAFE DRMWE*=COMPUTER EQUIFMEMNT
2h00=3COM=SERVER NETWORK COMMUMNICA=ADF
ICIRE70ICOM=FOWER DIRECTOR™ADF

CPUP3COM=PENTIUM lIPA0F

CRU, FENTIURM IF3C0M=+IDED CASZSET TE RECORDER*=ADF
MILLEMMIA=3COM=*COMPUTER DESKTOF*ADF
SE440BxATWM=3COM™IDED CASSETTE RECORDER™ADF
SUPCRSTACIK*ICORM*= IO METWOREK COMMUMNICATI=ADR
SUFERSTACK 1 1*3COM™*HUEB NETWORK COMMUMNICATMADF
BO0™3M=FRINTER ADF*=ADF

784043 MICROFILM READER/FRINTER*OTHER EQUIFMENT
734043 WICROFILM READER/FRINTER*OTHER EQUIFMENT
9700 3M*PROJECTOR OWVERHEAD*ADF
MFEESI*3M=FROJECT OR OWERHEAD™ADP
MEE77E=3M=FROJECTOR MOTION FICTUROTHER EQUIFMENT
~9145963A4 | 00-CVD*COMPUTER LAFTORADF

*491491 21411 OUF*COMPUTER LAFTORF*ADF

=A15251 341 QUFCOMPUTER LAFTOP*ADF

Selectl Cancel |

To change information for the Model Number Name select the drop-down list. Entering afew
characters followed by the Tab key produces a short list. Entering a“ %" (wild card) followed by the
Tab key produces along list. Click the Select button to select the model number name.

Back Table of Contents Home Page

Organization
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a Sunflower Aszsets - Production 3.6.0.0 Organizations - Microzoft Internet Explorer

J File Edit ‘“iew Favortes Toolz Help

=

Organizations

wearch for organization names like.

[

Press the [Tab] key to show all organizations with a name e the pattern above

............................................................ Endof List {0 ChOIiCeS] ) e,
Cancel |

[~

To change information for the Or ganization select the drop-down list. Entering afew characters
followed by the Tab key produces a short list. Entering a“%” (wild card) followed by the Tab key
produces along list. Click the Select button to select the organization.

Back Table of Contents Home Page

Owner
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#J Sunflower Assets - Production 3.6.0.0 Owners - Microsoft Intzmet Explorer

J File Edit ‘“iew Favortes Toolz Help

Owners

wearch for organization names like.

2

Press the [Tab] key to show all organizations with a name e the pattern above

E1BUDA -
E1CFOA

B9 CIOA,

E1EEMA

ETHRMA,

1 OANMA

E10ADA

E10ASA

510CRA

BT CSA,

E10FMA -
E10GCA

1 OMOA,

E10554

E1OSYA

E1REPA

51SEMA

E1SDBA

E1SECA

E2001A, =]

select | Cancel |

[

To change information for the Owner select the drop-down list. Entering afew characters followed by
the Tab key produces a short list. Entering a“%” (wild card) followed by the Tab key produces a
long list. Click the Select button to select the owner.

Back Table of Contents Home Page

People
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a Sunflower Azsets - Production 3.6.0.0 People - Microsoft Internet Explorer

J Eile  Edit “iew Favoites Toolz Help

People

=earch for last names like

Fress the [Tak] key to show all people with a last name like the pattern abowve

ABMER™ACIE -
ADAMS=ROMNALD

ALSFACH“MARY KATHRYT

ALVIAKHTAR

ALVORD=DEMNMIS

AMES=ALDRED

AMNDBERG*=JEMNIFER

AMHDERS™IOYCE

ATWODD*=J0HM

BAILEY™FRICILLA,

BALL=EARTHA

BAMKS=GEWELLMAR

BARMHILL*CAROL

BARIAHZANDY

BEACH*TvROME

BEARDEMN=DANID

BEMJAMIMN=ZTEFHAMNIE

BEMME™ T AILEEM

BERBLINGER*AMNME

BERKDOWITZARNOLD ha

Selen:tl Cancel |

To change information for the Person select the drop-down list. Entering afew characters followed
by the Tab key produces a short list. Entering a“%"” ( wild card) followed by the Tab key produces a
long list. Click the Select button to select the person.

Back Table of Contents Home Page

Steward
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3 Sunflower Assets - Production 3.6.0.0 Stewards - Microsoft Internet Explorer

J Eile Edit “ew Favorites Toolz Help

Stewards

wearch for organization names like. .

2

Press the [Tab] key to show all organizations with a name e the pattern abowve

E1BUDA N
E1BUDADIR

E1CFOA,

E1 CFOADIR

E1CIOA,

E1 CIOADIR

E1CIOAIPT

E1CIOAIP?

E1CIOASTH

hTEEMA,

E1EBMABLD

E1EBMADIR

E1 HR b,

E1HRMADIR

E1HRMAEDC

E1HRMAHRS

E1HRMAMAS

E1HRMAQER

E1HRMAOSH

51 HRMADWP d

Seledl Cancel |

[

To change information for the Steward select the drop-down list. Entering afew characters followed
by the Tab key produces a short list. Entering a“%” (wild card) followed by the Tab key produces a
long list. Click the Select button to select the steward.

Back Table of Contents Home Page
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